SHORT-TERM BORROWED EQUIPMENT TRACKING LOG INSTRUCTIONS

When equipment leaves the facility on a short-term critical-use basis, accompanied by a patient, it must be tracked within the department.  
· A tracking log will be used to track borrowed equipment when the department has not received prior approval from the Comptroller or Associate Hospital Director. 
· The tracking logs specify:
· The date the equipment was borrowed
· Whether the equipment was borrowed by another institution or is being borrowed by OHSU
· The type of equipment borrowed
· The tag number (if noted before the equipment leaves)
· The new location of the equipment (if borrowed by another institution) 
· The estimated time of use.  
· The department should fill out as much information as they can regarding the equipment leaving the facility, and the log should be filled out before the equipment leaves or as soon as possible after it leaves to ensure the equipment gets tracked.  
· The department is also responsible for coordinating the return of borrowed equipment.  

